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Running BW/BI Custom Reports - Overview

The Running BW/BI Custom Reports section provides an overview for running BW/BI Custom Reports from
the HRMS Portal.

Topics covered in this section include:
» Running BW/BI Custom Reports

= Accessing Reports from the HRMS Portal Self Paced Learning Materials for the

= Selecting a Report BW/BI Einancial and Grievance cubes will
) be published separately.

= Report Variables

= Selecting Multiple Variables
| = Deleting Variables
= Running a Report

» Defining BW/BI Custom Report Variables

= Position-Personnel Master Listing

= Position Statistics Report-Month Ending
= Position Roster

= Employee History

= (Class Distribution-Pay Class

= Classification Turnover

= Minority Distribution

= Supervisor to Employee

= Employee Summary

= Employee File Statistics

= Appointment Status Changes

= Affirmative Action

= HRM Performance Measurement reports
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HR Accessing Reports from the HRMS Portal

Accessing Reports from the HRMS Portal

The HRMS Portal is used to access Business Intelligence reports. Instructions for logging on to the HRMS
Portal‘are in Section 5: Logging on to HRMS Portal.

The 'diagram below provides a sample of the screen displayed once the user has logged on to the HRMS

Portal:

Click on “Business
Intelligence” to view
categories

The first BW/BI Report
under the Organization
Management category
will be selected by
default

Business Intelligence categories contain
reports associated with that category

[

Bl Reports

Organization Management | Personnel Administration | LayoffData | Time Management | Payroll | Financiale | HRM Performance Measurement | Grievance Reporting |

Position / Personnel Master Listing
vl |
Detaiied favigation

= Position ! Personnel Master Listing
= Position Statistics Report - Month Endiny
= Position Roster

Portal Favorites E

Variable Entry

Available Variants:

General Variables
Variable &
KMonth/Y'ear Range (Mandatory)
Organizational Unit Higrarchy

'Job - Multiple (Optional)

0K | Check]

< [Saie] [Save A et

Current Selection

Show Variable Personalization

Description

h | | Ch

Organization Management | Personnel Administration | LayoffData | Time Management | Payrol | Financiale | HRM Performance Measurement | Grievance Reporting |

/

The Detailed Navigation pane
displays the list of BW/BI
reports to choose from

criteria, as
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The report pane displays the
report variable selection

results when a report is run

well as the report

Position / Personnel Master Listing
an
Detailed Havigation

4

+ Position / Personnel Master Listin
+ Posttion Statistics Report - Menth Endini

+ Position Roster

Portal Favorites E

Position / Personnel Master Listing

Display As Tabe

[=] [ nformation || Send || Print Version || Exportto Excal|[ Comments |

¥ Columns L

* Key Figures
~ Rows
* Job

N
|

* Position
+ Organizational Unit
+ County
+ EE Group
* Pay Scale Group
* Pay Grade
* Free characteristics
—

50000128  INFORMATION TECH SYSTEMS/APP SPEC &

Postion % Organizational Unt %
70006036 0132 30000513 DA
70008039 0144 30000513 DA
70006081 0362 30000513 DA
70006097 0400 30000513 DA
70081891 | 0115 30000513 DA
70081841 0407 30000513 DA
70081942 0408 30000513 DA
70084272 0316 30000513 DA
71008475 (0441 30000513 DA

2225{222225

Continued...



Hn Accessing Reports from the HRMS Portal, cont...

BW/BI Custom Reports are located in the following categories under the Business Intelligence tab:

Bl Reports

Organization Management | Perzonnel Adminiztration | Layoff Data | Time Management | Payroll | Financiale | HRM Performance Meazurement | Grievance Reporting | E-Recruiting

Organization Management: Personnel Administration: Layoff Data: Payroll:
> Position-Personnel Master > Employee History > Baseline for Layoff Seniority > HCA Non-
Listing > Class Distribution-Pay Class Calculations Report Discrimination
> Z\OS]:LOE Sc}fatlst1cs Report- > Minority Distribution > Layoff Activity
o e » Merit System Employee Summa ~ LWOP Reduction in Force
> Position Roster y pioy ry Activity
t/ > Employee File Statistics
> Appointment Status Changes Self Paced Learning Materials for the BW/BI
> Affirmative Action Financial, E-Recruiting, and Grievance cube
will be published separately
Financials: HRM Performance Measurement: Grievance:
» Distribution of Payroll and Related » Plan and Align Workforce The HRM Grievance Details Report
CoEiE > Hire Workforce Performance Grievance Master Agreement Report
> Position Cost Measurement . - A R
> Deploy Workforce tab contains Grievance Totals by Agency Report
»Who Charged > Develop Workforce multiple Grievance Articles Trend Report

reports within

Grievance Detail Agency Report
each category.

» Reinforce Performance

» Ultimate Outcomes Grievance History Report

YV V V V V V VY

Grievance Status Totals Report
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HR Selecting a Report

Selecting a Report

To select a report:

Organization Management | Personnel Administration | LayoffData | Time Management | Payroll | Financiale | HRM Performance Measurement | Grievance Reporting |

1 o Click the report | rolsitioanersonnel Master Listing s, - - - - - -"—-—"-—"F-""F""F"""""""—""""7"7""" \\
C&tGgO f'y l] n k 5 T Mo é Variable Entry
* Position | Personnel Master Listing i
2.  Click the report name s 02 | svomoevarmns: - Stow varave send
link from the Detailed | rosarmvomes F Senel Vs —_— :
Navigation pane. * MuntthYe:.ir Rangt.a(h.landatnry}
I Organizational Unit Higrarchy
. . I Job - Multiple (Qptionaly
3.  Avariables selection \ ,
box will appear to - N N el
allow the user to N 7/
enter variables BiReports A
(SeleCtion Cri te ria) for Position / Personnel Master Listing /
. | .|
the report they wish to | scsnavigation El I'We enty ]
run: /| /+ Position | Personnel Master Listing
° Z 7 = Position Statistics Report - Month Ending
/ / » Position Roster Available Variants: - Show Variable Perso]
7/ :
/ // Portal Favorites ] Coner Vorehics
/ / Variable & Current Selection Description
P / y = | Month/vear Range (Mandatory)
y / / Organizational Unit Higrarchy
____________ (o — — Job - Multiple (Optional)
7 ¢
[ Click here to expand Click here toshow / |\
| teft/right in the Detailed hide the Detailed | |
| Navigation pane Navigation pane :
I
v Vo
I l410] 4 :
\ Detailed Navigation =]
W — — — — —— —— s ]
Continued...
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HR Selecting a Report, cont..

For reports with multiple queries, a report folder
will contain‘all queries of the report. For example,
BW/BI Custom Reports with multiple queries include:

Organization Management | Personnel Administration

. I Affirmative Action
>/ Employee File Statistics o
» Affirmative Action Detailed Navigation !
» Employee/Position Status ~ [ Affirmative Action
= Affirmative Action by Job Group All Affirmative
To run a report query alone: « Affirmative Action Flexible Reporting Action queries
= VWorkforce Distribution for Affirmative Action must be run
1. Click the report query link. VISl T e separately
A . = Appointment Statug Changes
For gxgmple, click the ‘Employee File \ ™ 5 Employes Fle Stastics
Statistic - Age Range§ link rather than ~> - Employee File Statistics - Age Ranges
Employee file Statistics - All Reports - Employee File Statistics - In Present Position
link - Employee File Statistics - In State Service

= Employee File Statistics - Certificate

= Employee File Statistics - County Code

= Employee File Statistics - Dizabilty Status
. . = Employee File Statistics - Education

To run a report with all report queries at - Empioyes Fie Statistics - Ethnic Group

= Employee File Statistics - Gender

once. = Emplovee File Statistics - Merit System
. . = Employee File Statistics - Part Time Percent
2. Click the report with the “All e
Re po rts” [] nk_ = Employee File Statistics - Salary Rate Unit

= Employee File Statistics - Special Pay
= Employee File Statistics - Status
= Employee File Statistics - Underfil
= Emplovee File Statistics - Veteran Status
\A = Employee File Statistics - All Reports

w [J Employee/Position Status
= Employee and Position Exception Invalid Jobs
Click the Expand » and = Employee and Position Exception Invalid Positions

Collapse - buttons to = Employee and Position Exception Multi-Fills
expand and collapse = Employee and Position Exception Under/Over-Fillz

report folders.

= Employee Roster
= Employee and Position Status - All Reports
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HR Report Variables

Report Variables

Variables are report selection criteria and must be entered prior to running a report. Variables
identified with an asterisk are required fields. The user may enter variables manually or click on the
matchcode button to select a variable from a list.

Variables with an asterisk are mandatory
fields and must be entered

Bl Reports

Organization Management | Personnel Administration | LayoffData | Time Management | Payrol | Financiale | HRM Performance Measurement | Grievance Reporting |

Employee Summary
il¢] L] .
Detailed Navigation = _ The user may manually enter the variable, or
< Variable Entry . . .

(3 Affirmative Action \ click the matchcode button to bring up a list

¥ [ Appointment Status Changes to Choose from

» 1 Employes File Statistics Available Variants: ~ [ Save || Save As.__ || Delete]

» [1 Employee/Position Status iabl

= Claz= Distribution - (Pay Class) ; = - / - L7 —————, (ZP_CALMO 0003} =B

0 EreTrE T TG ‘fariable = Current Selection Description

= Employse Higtory * | Calendar Month Prompt _ Single Value Show view ;::I -]

= Employee Probation Pay Grade Area (Optional} Al <+— Use the usearch"

* Employee Summary Pay Scale Area (Optional) Maximum 1000 Refresh .

: :Ilr:;gn;rzi;::;r:lﬂg - Calendar Year/Month Key & zez.:':l%l‘;iec E/Oa I_;gglz

= Supervisor to Employes J # OpR :
| o1a00s
| o2rz00s
ﬂmm Click the desired

0412005 - .

Tlosans variable from the
| 10005 = .
| 11200 E list
Enter a value for
Calendar Year/Month:

_OK]| cancel| .
matchcode popup list
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HR Selecting Multiple Variables

Selecting Multiple Variables

To select. multiple variables, click the “matchcode” button to add multiple variables of the same type.

Note: Before a new row can be added, there must be an entry in the first row

. Select values for Pay Grade Area (Z5_SALAR 0003)
Variable Entry = &

Show view:

Available Variants: J Sﬂ-.-sl Save As.. | Dslstsl Show Variable Personalization GL Selections
General Variables Maxirmum Type  Description
Variable = Current Selection Description Pay Grade Areakey S Pay Grade Area Texts [4]
* Calendar Month Prompt _ Single Value ]
| Pay Grade Area (Optional) J : :
Pay Scale Area (Optional)y |— o Standard Progression
peaya | L o _I—
0K || Check ;oo VNS
Click the “matchcode” button [ o School fr DeaffBing Add__»
. 34 Elected O fficial
to add a variable of the same " o
| 35 Legizlative
type Select values for Pay Grade Area (ZS_SALAR 0003) e Attorney General
B - Select the multiple values you
Al Selections
Toe Descrsion need and click Add
Pay Grade AreaKey=  Pay Grade Area Text S | =/ | 01 standara Progression
EI J =| | 02wns
= P J =| | 09 School fr Deaf/Blind Pay Grade Area: IE‘ Iz‘ Change Order Iz”z‘
= P J =| | 34 Elected Official
: # #
gl Standard Progressicn 7
oz WNS ] J5it
: 09 School fr Deaf/Blind
34 Eles
35 Le . .
mE; =] Result: An multiple values
37 Justi|
B «| have been added
| 4 EMS
Enter a value for
PayGradesrea [ ] [E][=] crange arter [<][=]
.
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HR Deleting Variables

Deleting Variables

To remove a variable that was entered in error or replace the current variable, the variable can be
removed two ways:

1./ Highlight the variable, select the delete or backspace key to delete that variable.

2. Select the matchcode button. Select the variables that need to be deleted and click the
“Remove” button.

Variable Entry Select values for Personnel Area (Z5_PAOP 0003) = B8
Show tool: |Single values ﬂ Show view: |All ﬂ
Available \Variants: hd | Save | | Save A | | Delete | Show Variable Personalization
All Selections
General Variables
e — Maximum 1000 Refresh | =}
‘ariable = Description
P | Monthrvrear Range (Mandatory) 044 42008 04/2008 - 04/2008 I Personnel Area Text & E Type  Description
Organizational Unit Hierarchy 30000893 108 7 [ =| AiwayHeihts Corr Cir
Pay Scale Area - Single (Optional) 0 01 01 = [ = Americorp StarVista
- — Aberdesn Wex |— = Archaeclogy and Historic Pres
m - Variable Entry Admin for the Courts |— =| Arts Commizsion
Ahtanum View CC
Available Variants: - | Save | | Save As... | | Delete | Show Wariable Personalization — | Alrway Heights Corr Cir Add »
Americorp Star Vista
EETEIL UETIEEE Archaeclogy and Historic Pres
Wariable = Current Selection Description Bingen Wex |§‘ A
Month/'ear Range (Mandatory) I I Enter a value for
QOrganizational Unit Hierarchy 30000698 106 Perzonnel Area:
Pay Scale Area - Single (Optional) il 01 01 gd Change Order jg
. QK || Cancel| .:
Variable values can be

highlighted and deleted by . .
pressing Delete or Backspace Result: Variables have been deleted Select the variables to be

removed and click the “Remove’

’

on the keyboard

button and click OK.
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HR Personalizing Variables

Personalizing Variables

Users have the ability to personalize variables from the HRMS Portal. Personalizing variables allows the

user to save the variable setting they have entered.

Personalizing a variable for one report will personalize the same variable for all other reports if that variable is used.
For example, in the illustration below the user is personalizing the Personnel Area variable for the Minority
Distribution report. Once the Personnel Area variable has been personalized, the same values will be used for
Personnel Area when the Employee File Statistics report is run since it also uses the same Personnel Area variable.

Once a variable is personalized, it is no longer displayed on the variables screen. See Removing Personalized Variables

for information on removing a personalized variable.

Wariable Entry

Awailable Wariants: Sawve Im Delete
General Variables
“ariable = Current Selection
Mumber of Pay Pericds 1
Appropriation
Budget Unit

Personnel Area - Select (Optional)
Payreoll Area - Selection [Optional}
Project

Agency

Sub-Agency

Organizational Unit - Selection (Optional)y
PROGRAN INDEX

Org Index

Allocation Code

In Period (yyywpp)

For Period (yyyypp)

Po=ition (O ptional}

HR a= of date (mm/ddiyyyy) [Key Date]

Biennnium

o o o o o o e o o o R

L

Click here to personalize
the Personnel Area variable

Module 6: General Topics Running BW/BI Reports from HRMS Portal
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HR Personalizing Variables, cont..

The example below uses the Distribution of Payroll and Related Report to show how to Personalize the
Personnel Area variable:

Available Wariants: Save Delete Hide Variable Personalization
1. Enter the Personnel General Variables
Area Variable(s)_ Variable = Current Selection Description
* Mumber of Pay Periods 1 1
2. Click the “Select” Appropriation
button for the — | Budget Unit
variable ™ Perzonnel Area - Select (Optional) 1110:11117

Payroll Area - Selection (Optional)

3. Select the “Add
selected variables to Agency

personalized variable Sub-Agency
[T —

list”  %@ -~

Personalized Variables |Add selected variables to personalized variables list |

Project

G b |Gh (GG

Wariable Current Selection De=cription
Avvailable Wari
General Va
va|l [ | Show Personalized Variables

M

z

Budget Unit

Payroll Area - Selection (Optional)

Project

Agency
Result: Personnel sl 2R
Area has been Personalized Variables

e Wariable = Current Selection De=cription
Personalized. Personnel Area - Select (Optional) 1110; 1111 1110 Dept of Personnel; 1111 Information S
- Stow Persomated-raraties
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HR Removing Personalized Variables

Removing Personalized Variables

Variable Entry
To remove a Personalized Variable:
[& One or more variables ars personalized; click Show Variable Personalization link to display them
1. SeleCt a report that . Available Variants: Save Delete Show Variable Personalization
contains the personalized :
. General Variables
variable that needs to be Variable & Current Selection Description
removed. Organizational Unit Hierarchy
Job - Muttiple (Optional)
2. Cl-ick “Show Var-lable Calendar Month (Optional)
Q Q 9 1 Cal Quarter (Optional)
Personalization” link. calencar vear (Optonal
Available Variants: Save Delete Hide Wariable Personalization
Result: The Personnel Area Gencrallanizbles : =
i . . Variable = Current Selection Die=cription
variable selection will appear. | Number of Pay Periods 1 :
Appropriation
3. Select the personalized il
. Payroll Area - Selection (Optional)
variable to be removed e
. " Agency
4, Click “Remove selected —
variables from
personalized Variables Persulﬂze.d\r‘a‘l;iﬂ:lles |R|l2m0ve selected variabh‘aslfrom personalized variables list|
. T Wariable = Current Selection Description
llSt . Perzonnel Area - Select (Optional) 1110; 1111 1110 Dept of Perzonnel; 1111 Information S
[] Show Personalized Variables

Continued...
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HR Removing Personalized Variables, cont..

Available Variantz: Save || Save As. .. || Delste Hide Variable Personalization

General Variables
Wariable = Current Selection De=cription

* Murnber of Pay Perinds 1 1
Appropriation
Hudget Lini

& 1 |Ch

Perzonnel Area - Select (Optional) 1110: 1114 1110 Dept of Perzonnel; 1111 Information S

T | PayTon ATea - Seecuon Lapuonary
Project

[ | LS |

Agency

[~1[z] [~][]

Personalized Variables
Wariable = Current Selection De=cription

[ ] Show Perzonalized Variables

Result: The Personnel Area personalized variable has been removed. The Personnel Area values will no
longer be saved and the Personnel Area variable selection will appear on all variable screens that use
the Personnel Area variable.

Module 6: General Topics Running BW/BI Reports from HRMS Portal 13



Running a Report

Running a Report

OFFICE ASSISTANT, PRT ADMIN ASST 5

Variable Entry
To run a BW/BI Custom Report:
14 Enter Variables. Available Variants: [ save || save As... || Delete | Show Variable Personalization
R General Variables
Note: To ensure variables are Variable 2 Current Selection Description
valid, click the “Check” button prior + | MonthYear Range (Mandatory) 0412008 - 0472008 04/2008 - 04/2008
to running the report. Organizational Unit Higrarchy 10000698 106
Job - Kultiple (Optional) 50000013, 50000023
: “« ”» :
2. Click the “OK” button |
to run the report.

Position !/ Personnel Master Listing
Dizplay A= !Tﬂb!e !v! ! Information H Send H Print Wer=ion H Export to Excel H Cumments.!
- Columns Job = Position & Organizational Unit & Countys EE Group =
= Key Figures 50000013 OFFICE ASSISTANT 71001207 | 100 30005156 2105 # Permanent
~ Rows 71001244  100J 30005156 2105 # Permanent
= Job Result
* Fosition 50001570 CONTRACTS SPEC2 70003588 0557 31000201  WACANT 34 Permanent
= Organizational Unit
> B 70005280 0163 30000709 401 34 Permanent
= County
TOOO3816 0026 30000790 0300 17 Permanent
= EE Group
- Pay Scale Group FO009130 0415 30001371 E&A 34 Permanent
« Pay Grade 70009230 0720 30001371 E&A 34 Permanent
* Free characteristics 70009387 1066 30001371 ESA 34 Permanent
70008421 1112 30001371 ESA 34 Permanent
Result: Report results with selected variables.
Section 6:, General Topics Running BW/BI Reports from HRMS Portal 14




Defining BW/BI Custom Report Variables

All BW/BI Custom Reports require variable entry (selection criteria) prior to
running the reports.

The following section provides the basic steps to enter variables for BW/BI Custom
Reports.

|
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Hn Defining Variables: Position-Personnel Master Listing Report

Position-Personnel Master Listing Report

To define the Position-Personnel Master Listing variables:

1. Enter a Month/Year range in MM/YYYY Variable Entry
format or select a date using the
matChCOde button for Month/Year Range. Available Variants: - |Sﬁ-.e|| SaveAs...H Eelele|5hn'.i."\.-‘ariﬂble Perzonalization
* o e . . General Variables
This is a required field. Variabie & Corrent Scection S
. . Month/v'ear Range (Mandatory) 04/2008 - 04/2008 04/2008 - 04/2008
2. Enter a Job code or select a job using the Organizational Unt Hierarchy 20000505 10
matchcode button. Job - Muttiple {Optional)y 50000013; 50000023 OFFICE ASSISTANT; PRT ADMIN ASST 5

B. Enter an Organizational Unit hierarchy or select a hierarchy using h tchcode button. By

et o i = = -

““““““ also ing all organizational units

that are a part of the Department of Personnel hierarchy.

——
:113 Selecting the Department of
11t Type De=cription Personnel Organizational Unit
0 £y Hierarchy will also include all
e 2dd J 10 Organizational Units that are a part
.ii of that hierarchy.
= 0B
= X1
k116
b 142
| Change Order
OK || Cancel @E . |E||§|
Continued... 16
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Defining Variables: Position-Personnel Master Listing Report,

4. Click the OK button.

Result: The Position-Personnel
Master Listing report results are
displayed.

Additional Information:

To view a list of employees in a
filled Position from the report
results:

1. Click on a Position in the
report results to pull
up the Context Menu.

2. Select Goto - Employees in
Position.

Variable Entry

Available Wariants:

General Variables
Variable &

- | Save || Save A= || Delete | show Variable Personalization

= Menth/vear Range (Mandatory)

COrganizational Unit Hierarchy

Job - Multiple (Optional}

Current Selection
0442008 - 042008
+3000047S(00RGUNIT)
0000013, 50003624

De=cription
04/200& - 04/2008
110
OFFICE ASSISTANT, ASST ADMIN

Position / Personnel Master Listing

Display As |Tatle

[« [ Information || Send || Print Version || Export to Excel || Comments |

Result: Employees in the selected Position are displayed.

* Columns dob Position =
S 50000008 T APP N 70007255 Y0158
~ Rows ’.Err!_:hyaasi\Fmilm j1se
= Job Fitter v FO0O07301 Y0161
= Pozition Change Drilldown + Result
= Organizational Unit ' o000 rappq Crooocastand Export b 70007270 Y0116
= County Save View
= EE Group Result
- Pay Scale Group | -00000T1 - FINANA - Properties » 70007285 Y0136
= Pey Gl Documents > 70007335 Y0202
* Free characteristics RN d 70007337 Y0204
Rezult
17
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Hn Defining Variables: Position Statistics Report

Position Statistics Report Voricbte Entry
To define the Position Statistics Report
Var]ableS’ Available Variants: ~ | Save || Save As... || Delete | Show Variable Personalization
. General Variables
1. Enter a Month/Year range in Variable 2 Current Selection Description
MM/YYYY format or select a date A 42008
. Organizational Unit Hierarchy 30066706
using the matchcode []button ay Scae Area _Singe (Optonsl) |
AN
for Month/Year Range. *This is a

required field.

' 2. Enter an Organizational Unit hierarchy or select a hierarchy using the matchcode button. By
selecting the Department of Personnel hierarchy, the user is also selecting all organizational units
that are a part of the Department of Personnel hierarchy.

—

:113 Selecting the Department of
11t Type De=cription Personnel Organizational Unit
0 £y Hierarchy will also include all
i? add» J k. 110 Organizational Units that are a part
.ii of that hierarchy.
= OB
= X1

b 116

b 142

| Change Order
OK || Cancel @ |E| . |E| |§|
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Hn Defining Variables: Position Statistics Report,

Cont...

3. Click the OK button.

Result: The Position
Statistics report results
are displayed.

Variable Entry
Available Variants: ~ || save || Save As... || Delete | Show Variable Personalization
General Variables
Variable = Current Selection De=scription
£ Month/ear Range (Mandatory) 412008
Organizational Unit Hierarchy SUDEETIJEI
Pay Scale Area - Single (Optional)

[0k ] [ chect]

F  Additional Information:

To view the Position Fill Counts:

1. Click on a line item in the

report
results to pull up the
Context Menu.

2. Select Goto - Position
Statistics - Position
Fill Counts.

Result: Position Fill
counts are
displayed.

Display As |Table

* Columns
= Key Figures
* Rows
= Organizational Unit
¥ Free characteristics
= Azsignment Pay (POS)
= Dual Lang. Pay (POS)
= Duty Station County
= Employee Group
= Employes Subgroup
= Pos=ition
= Position Shift De=ig

-]
—

Organizational Unit

Position Statistics Report - Month Ending

Infnrmatiun! Send! Print ‘-.-’ersil:lnl Export to ExDEII Cnmmnts!

Full Time / Positions = Part Time / Postions & Total / Positions 5

= Overall Rezult 70,547 2678 80,635

* Organizational plan( 79418 2 656 80,506

- SOW 79,418 2,656 80,508

L 258 258
Back 4

"0 Position Statistics - Position Fill Counts || 7

P 0| Fitter 25 29

k0| Change Drilldown 4 29 29

p | Hierarchy 4 20 24

b Broadcast and Export  F 51 1 1

Save View

k0 60 60

ro Properties 4 e 8

* | Documents 3 28 28

k0| Sort Organizational Unit 161 181

——
19
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Hn Defining Variables: Position Roster Report

Position Roster Report
Variable Entry
To define the Position Roster
Report variables: _ _ . .
Available Variants: - | Save || Save As... || Delete | Show Variable Personalization
1. Enter a Month/Year range in General Variables
MM/YYYY format or select a date TS Current Selection Description
USin the matChCOde button Organizational Unit Hierarchy 3EI-EI-EI-EI'B981
for I\ionth/Year Ran e This is a I ccblibic i =
5=

jrequired field.

" 2. Enter an Organizational Unit hierarchy or select a hierarchy using the matchcode button. By
selecting the Department of Personnel hierarchy, the user is also selecting all organizational units
that are a part of the Department of Personnel hierarchy.

Selections Se[ecting the Department of

b 085
Personnel Organizational Unit

k110
Hierarchy will also include all

- 111
. T Description . .
Lj ype Organizational Units that are a part
- AB J o 110 of that hierarchy.
. aF Add 3
g

= DB
= X1
k116
b 142

| oo @E Change Drderlﬂ@
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Defining Variables: Position Roster Report, Cont...

FRIEEE LS 70000009 A0OS02 50003761 Default Job 4 Pay Scale Monthly | #

70000010 AO702 50003761 Default Job 4 Pay Scale Monthly  10/01/2006

Pay Grade Level

ES Grouping for CAP
70000011 AO0801 50003761 Default Job 4 Pay Scale Monthly #
= Work Order

= Free characteristics 70000012 ADB02 50003761 Default Job 4 Pay Scale Monthly

1 Variable Ent
3. Click the OK button. g
Available Wariants: | Save | SAVE AS... || Delete | Show Variable Personalization
General Variables
Wariable = Current Selection De=scription
Organizational Unit Hierarchy BEIEIEIIZIEQE|
* Month/ear Range (Mandatory) 42008
—3
Result: The Position Roster report results are displayed.
Position Roster
Display As |Tab|e |v| | Information || Send || Print Version || Export to Excel || Commentz
S Organizational Unit Position = Job % Vacated Date > Duty 5t;
* Rows *ROOT  Organizational plan( 70000000 LEB 50003761 Default Job 4 Pay Scale Monthly  # 34
= Organizational Unit 70000001 A0101 50003761 Defaut Job £ Pay Scale Monthly — 11/01/2007 34
* Position 70000002 A0201 50003761 Default Job 4 Pay Scale Monthly  # 34
el 70000003 A0202 50003761 Default Job 4 Pay Scale Monthly ~# 34
* Vacated Date

; 70000004 AD301 50003761 Defaul Job £ Pay Scale Monthly — 12/01/2007 34

= Duty Station County
« Posttion Shift Desig 70000005 AD401 50003761  Default Job 4 Pay Scale Monthly —# 34
« Employee Group 70000006 A0402 50003761 Default Job 4 Pay Scale Monthly # 34
* Pay Scale Area 70000007 ADS02 50003761 Default Job 4 Pay Scale Monthly  # 34
* Pay Grade Area 70000008 AD501 50003761 Default Job 4 Pay Scale Monthly = 08/16/2007 34
34
34
34
34
37
34

#
FO000013 ADS01 50003761 Default Job 4 Pay Scale Monthly #
70000014 AD0902 50003761 Default Job 4 Pay Scale Monthly #
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Hn Defining Variables: Class Distribution - Pay Class Report
Class Distribution-Pay Class Report

To define the Class Distribution - Pay Class report variables:

1. Enter a single Month/Year reporting

value in MM/YYYY format or select Variable Entry
a date using the matchcode [3] button for - | »
Available Variants: ~ | [ Save |[ Save As... | [ Delete | Show Variable Personalization
Calendar Month Prompt. s
*This is a required field. Variable 3 Current Selection Descripton
Perzonnel Area - Select (Optional) 1110
| 2. Enter the Employment Status (defaults o A PO Shpeeke | e |
. = Emp Status (Mandatory) 3 Active
to 3 - Active) or select an Employment Pay Scake Area (ptonal)
Status using the matchcode button.
*This is a required field. 1

3. Enter a Personnel Area number or select a
Personnel Area number using the matchcode
button.

4. Click the OK button.

Result: The Class Distribution - Pay Class report results are displayed.
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Hn Defining Variables: Classification Turnover

Classification Turnover Report

To define the Classification Turnover report variables:

Variable Entry

Available Variants: J Sﬂ-.-s| Save As.. | Delete | Show Variable Personalization

General Variables
Variable = Current Selection De=cription
Organizational Unit Higrarchy
Perzonnel Area - Select (Optional)
Job - Mutltiple (Optional}
Month/ear (Optional)

Cal Quarter (Opticnal)

o

Calendar 'ear (Qpticnal)

. Enter your variable selections. B OK|| Check |

2.  Enter an Organizational Unit hierarchy or select a hierarchy using the
matchcode button. By selecting the Department of Personnel
hierarchy, the user is also selecting all organizational units that are a part
of the Department of Personnel hierarchy.

3. Click the OK button.

Result: The Class Turnover report results are displayed.
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Hn Defining Variables: Employee and Position Status

Employee and Position Status Report

To define the Employee and Position Status report variables:

Variable Entry
Enter your variable selections.
. . . Available Variants: = | save |[ Save As... ][ Delete | Show Variable Personalization
Enter an Organizational Unit ;
. . General Variables
hierarchy or select a hierarchy Variable & Current Selection [

using the matchcode button.
By selecting the Department of
Personnel hierarchy, the user is
also selecting all organizational
units that are a part of the
Department of Personnel
hierarchy.

Click the OK button.

Perzonnel Area - Select (Optionaly
Bugzinezs Area (Optional)

Calendar Month Prompt _ Single Value
Perzonnel SubArea (Optional)
Organizational Unit {Optional)
Employee Group (Optional)

Employee SubGroup (Optional}

Emp Status (Optional) 3
Control Area MCC (Optional)

Waster Cost Ctr (Optional)

Time Admin (Optionaly

o oy g o o

Active

Result: The Employee and Position Status report results are displayed.
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Defining Variables: Employee History Report

Employee History Report

To define the Employee History Report variables:

1. Enter a Pay Scare Area or select a Pay
Scale Area using the matchcode
button.

2. Click the OK button.

Variable Entry

Available Variants: - | Save || Jave As.. || Delete | Show Variable Personalization

General Variables
Wariable = Current Selection Description
Pay Scale Area (Optional)

Result: The Employee History report
results are displayed.

Additional Information:

> [[0K] Crect]

To view an Employee History Part 2 | Employee History - Part 1

or an Employee’s education Display As |Table [ | Information || Send || Print Version || Export to Excel || Comments
records:
« Columns Employee = Action Date = Action Type =
1. Click on a line item in the v Rows it
c oto Employee Hizgtory - Part 2
Employee H]Story Report : Emp.rlu'_.nee L= Ml Employee Education Records
results to pull up the Context " Action Date Change Drildown b'_W”Dpﬂm TERTCRATEE
Menu_ " Action Type Broadcast and Export k
« Action R -
o reasen SETR LB U3  Appeointment Change
2. Select Goto - Employee * Gender Personalize Web Application »
o '. * County Code
H]Story. Part 2 or Employee - Personnel Area Propertics y| UX  Current Conversion Active
Educat]on ReCOFdS. * Organizational Unit Documents »
= Job Sort EI'I'IFIlIJ‘:."EE 3 k3 Aﬂp'ﬂlﬂtﬁ'lﬂl'lt Chﬂﬂgﬂ

Result: Employee sub report is

* Pay Scale Group

displayed.
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Defining Variables: Employee Probation

Employee Probation Report

To define the Employee Probation report variables:

1./ Enter your variable selections.

2, Enter a Business Area or Personnel Area
| in the variable field or using the
matchcode [a] button..

3. Enter a single Month/Year reporting
value in MM/YYYY format or select a
date using the matchcode button for
Calendar Month Prompt. *This is a
required field.

4, Click the OK button.

Variable Entry
Available Variants: ~ [ Save || Save As... || Dekete |
General Variables
Variable & Current Selection

Perzonnel Area - Select (Optiocnal)

Perzsonnel SubArea {Oplional}

Business Area (Optional)

Calendar Month Prompt _ Single Value
Employee Group (Optional)

Employee SubGroup (Optional)

Emp Status (Optienal) 3
Contract Type (Opticnal)

Payroll Area (Opticnal)

[ oy e g e g

Active

Show Variable Personalization

Result: The Employee Probation report results are displayed.
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WSD Personnel Defining Variables: Employee Summary Report
Employee Summary Report

To define the Employee Summary report variables:

1. Enter a single Month/Year reporting value in MM/YYYY format or select a date using the matchcode

button for e
Calendar Month Prompt.
* e . . N
Th]s 1sa reqUIred ﬁeld' Ayailable Wariants: | |1Ir | Sax-e” Save A= . || DE|EtE| Show Variable Perzonalization
| GemeralVariables
P X uren Seecton —
Calendar Month Prompt _ Single Walue 4J2IZI-EIl81
Pav Grade Area (Optionaly 1
| Pay Scale Area (Optional)
2. Click the OK button. >OK]  Check]

Result: The Employee Summary report results are displayed.

Section 6 General Topics Running BW/BI Reports from HRMS Portal 27



WSD Personnel Defining Variables: Hiring Freeze Tracking
Hiring Freeze Tracking Report

To define the Hiring Freeze Tracking report variables:

1. Enter a single Month/Year reporting value in MM/YYYY format or select a date using the matchcode

button for

Calendar Month Prompt. Variable Entry

*This is a required field.
‘ Available Variants: | |+ | save || Save As_ || Delete | Show Wariable Personalization
| Variable = Current Selection Description

Job - Multiple (Optional)

| * Calendar Month Prompt _ Single Value
Cal Quarter (Optional)

2. Cl]Ck the OK button. Calendar Year (Optional)

‘[ Business Area (Optional)

Result: The Hiring Freeze Tracking report results are displayed.

Section 6 General Topics Running BW/BI Reports from HRMS Portal 28



Hn Defining Variables: Minority Distribution Report
Minority Distribution Report

To define Minority Distribution report variables:

1. Enter the Employment Status (defaults ——
. ariable Y
to 3 - Active) or select an Employment
Status US1ng the matChCOde bUtton' Available Variants: ~ || save || Save As.._|[ Delete | Show Variable Personalization
*This is a required field. General Variables
Wariable Current Selection Description
2. Enter a single Month/Year reporting Personnel Area - Select (Optional) 1110
' value in MM/YYYY format or select a " | Calendar Morth Prompt._Singe Vake | 4200 _
. * Emp Status (Mandatory) 3 Active
date using the matchcode button for
Calendar Month Prompt. *This is a X

required field.

3. Enter a Personnel Area number or select
a Personnel Area number using the
matchcode button.

4. Click the OK button.

Result: The Minority Distribution report results are displayed.
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Hn Defining Variables: Supervisor to Employee

Supervisor to Employee Report

To define the Supervisor to Employee report variables:

Variable Entry

Available Variants: J Ea-.-5| Save As... | Delete | Show Variable Perzonalization

General Variables
Variable = Current Selection De=cription
QOrganizational Unit Hierarchy
Perzonnel Area - Select (Optional)
Calendar Month Prompt _ Single Walue

[

Emp Status (Opticnal) 3 Active

QK | Check

1.  Enter your variable selections.

2.  Enter an Organizational Unit hierarchy or select a hierarchy using the
matchcode button. By selecting the Department of Personnel
hierarchy, the user is also selecting all organizational units that are a part
of the Department of Personnel hierarchy.

3.\ Enter a single Month/Year reporting value in MM/YYYY format or select a
date using the matchcode button for Calendar Month Prompt. *This is a
required field.

4, Click the OK button.

Result: The Supervisor to Employee report results are displayed.
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Defining Variables: Employee File Statistics Report

Employee File Statistics Report

The Employee File Statistics report contains 17 queries. Fifteen of the
queries can be run as one report or separately. To run all 15

queries as one report, click on the Employee File Statistics - All Reports link.

To define the Employee File Statistics report variables:

1.  Enter the Employment Status (defaults to 3 - Active) or select

an Employment Status using the matchcode

*This is a required field.

2.  Enter a single Month/Year reporting value

in MM/YYYY format or select a date using
the matchcode button for Calendar
Month Prompt. *This is a required field.

3. Enter a Personnel Area number or select
a Personnel Area number using the
matchcode button.

4, Click the OK button.

button.

Click on individual links
to run each query

canaratalv
A '.lul UL l’

* [ Employee File Statiztics

.

Employee File Statistics - Age Ranges
Emplovee File Statistics - In Prezent Position
Employee File Statistics - Cerificate
Emplovee File Statistice - County Code
Employee File Statistics - Dizability Status
Emplovee File Statistics - Education
Emplovee File Statistice - Ethnic Group
Emplovee File Statistics - Gender
Employee File Statistics - Merit System
Emplovee File Statistics - Part Time Percent
Emplovee File Statistice - Salary Ranges
Employee File Statiztics - Salary Hate Unit
Employvee File Statistics - Special Pay
Emplovee File Statistics - Status

Empiovee Fiie Statiztics - Underfii

> [[oK] [cect]

\ Employee File Statistics - Veteran Statuzs
Emplovee File Statistics - All Reportz
Variable Entry
Available Variants: ~ | Save || Save As.. || Delete | Show Wariable Personalization
General Variables
Variable = Current Selection Description
* | Emp Statuz (Mandatory) 3 Active
* Calendar Month Prompt _ Single Value 4/2008
Personnel Area - Select (Optional) 111U|
Pay Scale Area - Single (Optionaly
Pay Scale Area (Optional)

Result: The Employee File Statistics - All Reports results are displayed.
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Hn Defining Variables: Employee File Statistics Report, Cont...

The Employee File Statistics-Education and Employee File Statistics-

9 c c . . . — ¥ [0 Employee File Statistics
Certification queries are not included in the Employee File Statistics (Full . Employee Fie Statistics - Age Ranges
Report) and must be run separately. . Emploves Fie Stafistics - In Present Position

\ . File . _Certi

To run'the query, the user must enter a “Valid On Date” in MM/DD/YYYY T= "
. . . » Employee Fi istics - Coun =
format to run, rather than Month/Year required in other Employee File . Employee Fie Stafistica - Disabity Status

Statistics queries: . Emol File Statistics - Educati
= Employee Fils Statisticz - Ethnic Group

To define the Employee File Statistics-Education and Employee

File Statistics-Certification report variables:

1. Enter a Personnel Area number or select a Personnel Area number using the matchcode button.
2 Enter the Emnln\lmnn‘l‘ Ctatiic (Aafaiilte +A 2 _ Artiua) Ar calacrt an Emnlauvumant Catiic 1icinag +tha
. I-J\U ITICIIL JLAluo \UCIG\U\LD Vv J H\aLch’ VIl oCLlCuUuL All I_III|JtU ITICIIL JLALlUO u)llls CIIC
% a-. Q q .
matchcode button. *This is a required field. pmw =
3. Enter a Val'id On Date 'in MM/DD/YYYY Available Variants: - Show Variable Perzonalization
format or select a date using the e Current Sect o
matchcode button. Personnel Area - Select (Optional) .
* Emp Status (Mandatory) 3 Active
. Valid from Date (Optional)
4. Cl]Ck the OK button. Valid to Date (Optional)
Pay Scale Area (Optional)
|

Result: \ The Employee File Statistics-Education or Employee File Statistics - Certificate results are displayed.
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Appointment Status Changes Report

Defining Variables: Appointment Status Changes Report

The Appointment Status Changes report is made up of 2 [1 Appointment Status Changes
queries. _ .
To define the Appointment Status Changes report g
variables:
1. Enter a single Month/Year Variable Entry
' reporting value in MM/YYYY
format or Select a date using the Available Variants: - | Save || Save As... || Delete |w
matchcode @ button for General Variables
Calendar Month Prompt. *This is S Lol Description
o d f.eld Perzonnel Area - Select (Optionaly
& reql"re / ° Calendar Month Prompt _ Single Value
2. Enter a Personnel Area number

or select a Personnel Area
number using the matchcode
button.

3. Click the OK button.

Result: Appointment Status Changes results are displayed.

Continued...
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WSD Personnt

Defining Variables: Appointment Status Changes Report, Cont...

Additional Information:

To view the Appointment Status Changes for the prior
month:

1. Click on a line item in the Appointment Status
Changes report to pull up the Context Menu.

2. Select Goto - Appointment Status Changes - Prior
Month Status.

Appointment Status Changes
Display As |Table |=| | Information || Send || Print Version || Export to Excel || Comments
* Columns
* Key Figures Perzonnel Area & Employee ID = Appointment Date = Posttion = Job s Action E
* Rows Dept of Labor & Industriss 1044135 .
= Personnel Area — T " —
PELEER L Change Drilldown H Rezuft
* Appointment Date Broadcast and Export H Rezult
= Fostion Save View
- lob Resuft
= Action Effective Date Properties ¥
= Action Type Result Calculations and Translations M
= Action Reasan Overall Result Documents H
= Employee Group Sort Employee ID H
= Work Contract
= Pay Scale Level
¥ Free characteristics
= QOrganizational Unit

Result: Appointment Status Changes for the Prior Month are displayed

Section 6:, General Topics Running BW/BI Reports from HRMS Portal 34



Defining Variables: Affirmative Action Report

Affirmative Action Report

The Affirmative Action report is made up of 3 queries that

must be run separately.

To define the Affirmative Action by Job Group report variables:

1. Enter a single Month/Year reporting value
in MM/YYYY format or select a date using
the matchcode button for the Calendar
Month Prompt. *This is a required field.

2\ Enter a Business Area/Employment
Status/Personnel Area number or select
those options using the matchcode
button.

3. Click the OK button.

* [J Affirmative Action
= Affirmative Action by Job Group
= Affirmative Action Flexible Reperting

= Workforce Diztribution for Affirmative Action

Click on individual report
links to run each Affirmative
Action report.

Variable Entry
Available Variants: = || Save || Save As... || Delete | Show Variable Personalization
General Variables

Variable = Current Selection Description

Calendar Month Prompt _ Single Valus

Business Area (Optional)

Employment Status (Optional) 31 Active; Inactive

Personnel Area - Select (Optional)

Job Group (Optional)

(Employment Status defaults to 3; 1 - Active
and Inactive)

> [[K] ceet|

Result: The Affirmative Action by Job Group or selected report results are displayed.
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HCA Non-Discrimination Report

Defining Variables: HCA Non-Discrimination Report

The HCA Non-Discrimination report is made up of 2
queries.
To define the HCA Non-Discrimination report variables:

Variakle Entry
. 1 . Enter a S]ngle Month/Year Available Variants: ~ [ save || save As.. | [ Defete | Show Variable Personalization
' reporting value in MM/YYYY General Variables
format or select a date using the c e Current Selecton Description
Business Area
matChCOde bUtton for Perzonnel Area - Select [Optionall
Calendar Month Prompt. *This is Personnel SubArea (Optional)
a required field * Calendar Month Prompt _ Single Value
° Employee Group (Optional)
2. Enter a Personnel Area number e Status (Optenal : Aol
Employee SubGroup (Optional)
or select a Personnel Area Payroll Area (Optional)
number using the matchcode [ oK [ Check]
A
button.

3. Click the OK button.

Result: HCA Non-Discrimination results are displayed.

Continued...
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WSD Personnel

r
Hn Defining Variables: HCA Non-Discrimination Report, Cont...

__ . Click on a line item in the HCA Non-Discrimination report to
pull up the Context Menu.

2. Select Goto - HCA Non-Discrimination 301:

Change Drilldown

Broadcast and Export
Save View

Properties

Calculations and Translations
Documents

Sort Calendar Year/Month

: HCA Non-Discrimination 301 report is displayed
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Defining Variables: HRM Manager to Staff

PLAN & ALIGN'WORKFORCE - Management Profile

Provide the % of Washington Management

. Variable Entry
Service (WMS) managers and % of all
Management Employees to staff.
To define the HRM Manager to Staff report Awvailable Variants: ~ | Save |[ Save As... || Delete | Show Variable Personalization
variables: General Variables
Variable = Current Selection Description

Organizational Unit Hierarchy
Perzonnel Area - Select (Optional)
Job - Muttiple (Opticnal)

Calendar Month (Cptional)

Cal Quarter (Optionaly

[ g

Calendar “ear (Optional)

Enter your variable selections.

Enter an Organizational Unit hierarchy or select a hierarchy using the matchcode button.
By selecting the Department of Personnel hierarchy, the user is also selecting all
organizational units that are a part of the Department of Personnel hierarchy.

Click the OK button.

Result: HRM Manager to Staff report is displayed.
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Hn Defining Variables: HRM Washington Management Service

PLAN & ALIGN'WORKFORCE - Management Profile

Provide the number of Washington Management

. Variable Entry
Service (WMS) employees/managers.
To define the HRM Washington Management
. . Available Variants: i | Save || Save As.. || Delete | Show Variable Personalization
Service report variables:
General Variables
Wariable 5 Current Selection Dezcription

COrganizational Unit Hierarchy
Perzonnel Area - Select (Optionaly
Job - Multiple (Cptionaly

Calgndar Month (Optional)

Cal Quarter (Optional)

Calendar Y'ear (Optional)

[

1.  Enter your variable selections.

2.  Enter an Organizational Unit hierarchy or select a hierarchy using the
matchcode 7] button. By selecting the Department of Personnel
hierarchy, the user is also selecting all organizational units that are a
part of the Department of Personnel hierarchy.

3. Click the OK button.

Result: HRM Washington Management Service report is displayed.
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Hn Defining Variables: HRM WMS Management Type

PLAN & ALIGN WORKFORCE - Management Profile
Provide the percent breakdown of management by

management type for Washington Management

g Variable Entry
Service (WMS) employees/managers.
To deﬁne the HRM WMS Management Type Available Variants: - | save || Save As... || Delete | Show Variable Personalization
report variables:
General Variables
Variable = Current Selection Description

Organizatienal Unit Hisrarchy
Personnel Area - Select (Optional)
Job - Multiple (Optional)

Calendar Month (Cptional)

Cal Quarter (Optionaly

Calendar Year (Optional)

[ o o

1.  Enter your variable selections.

2.  Enter an Organizational Unit hierarchy or select a hierarchy
using the matchcode || button. By selecting the Department of
Personnel hierarchy, the user is also selecting all organizational
units that are a part of the Department of Personnel hierarchy.

3. Click the OK button.

Result: HRM WMS Management Type report is displayed.
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Hn Defining Variables: HRM Separation During Review Period

HIRE WORKFORCE - Separation During Review

Period
Definition: Number of separations during ]
Probationary and Trial Service review periods.
Available Variants: - | sSave || Save As... || Eelete| show Variable Personalization
To define the HRM Separation During Review [ —————
Period report variables: Variable 2 Current Selection Description

Organizational Unit Hierarchy
Perzonnel Area - Select (Optionaly
Job - Muttiple (Optional)
Calendar Month (Optional)
Cal Quarter (Optionaly
Calendar Year (Optional)
1. Enter your variable selections.

2. Enter an Organizational Unit hierarchy or select a hierarchy using the
matchcode button. By selecting the Department of Personnel
hierarchy, the user is also selecting all organizational units that are a part
of the Department of Personnel hierarchy.

3. Click the OK button.

Result: HRM Separation During Review Period report is displayed.
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Defining Variables: HRM Type of Appointments

HIRE WORKFORCE - Hiring Balance: Proportio| variabie Entry
of Hiring Types
Definition: Number of New Hire, Promotional _ , _ L
. Available Variants: - | Save || Save Az || Delete | Show YVariable Personalization

Transfer, Exempt and Other appointments to
permanent positions. General Variables
To define the HRM Type of Appointments LS Current Selecfion L
report variables: Organizational Unit Hierarchy

Perzonnel Area - Select (Optional)

Job - NMultiple (Optional)

Calendar Month (Optional)

Cal Quarter (Optional)

Calendar “'ear (Optional)

1. Enter your variable selections.

2.  Enter an Organizational Unit hierarchy or select a hierarchy using the
matchcode button. By selecting the Department of Personnel
hierarchy, the user is also selecting all organizational units that are a part
of the Department of Personnel hierarchy.

3\ Click the OK button.

Result: HRM Type of Appointments report is displayed.
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Defining Variables: HRM Average Overtime

DEPLOY WORKFORCE - Overtime Usage/Average

Hours
Definition: Average overtime hours used, per e —]
capita.
Available Variants: - | Save || Save As.. || Delete | Show Variable Personalization
To define the HRM Average Overtime report General Variables
variables: Variable & Current Selection Description

COrganizatienal Unit Hierarchy
Perzonnel Area - Select (Optional)
Job - Muttiple (Optionaly

Calendar Month (Optional)

Cal Quarter (Optional)

Calendar “ear (Cptional)

OK || Check

Ch |G |G |C (T (T

1.  Enter your variable selections.

2.  Enter an Organizational Unit hierarchy or select a hierarchy using the
matchcode button. By selecting the Department of Personnel hierarchy,
the user is also selecting all organizational units that are a part of the
Department of Personnel hierarchy.

3. Click the OK button.

Result: HRM Average Overtime report is displayed.
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Defining Variables: HRM Overtime Cost

DEPLOY WORKFORCE - Overtime Usage/Cost

Definition: Straight plus premium overtime costs SOEEE
To define the HRM Overtime Cost I"epOI"t Available Variants: ~ | [ Save|[ Save As... || Delete | Show Variable Personalization
variables: .

Variable & Current Selection Description

Organizational Unit Hierarchy
Personnel Area - Select (Optional)
Job - Multiple (Optional)y

Calendar Month (Qptional}

Cal Quarter (Optional)

Calendar “'ear (Optional)

[ e g gy

1.  Enter your variable selections.

2.  Enter an Organizational Unit hierarchy or select a hierarchy using the
matchcode button. By selecting the Department of Personnel
hierarchy, the user is also selecting all organizational units that are a part
of the Department of Personnel hierarchy.

3. Click the OK button.

Result: HRM Overtime Cost report is displayed.
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DEPLOY WORKFORCE - Overtime Usage/Percent

Defining Variables: HRM Percent Employees Receiving Overtime

ReceiVi ng Variable Entry
Definition: Percent of employees receiving
overtime. _ _ _ -
. .. Available Variants: hd | Save || Save As... || Dslsts| Show Variable Personalization
To define the HRM Percent Employees Receiving
Overtime report variables: - : =
Variable = Current Selection Description

Organizational Unit Hisrarchy
Perzonnel Area - Select (Optional)
Job - Multiple (Optional)

Calendar Month (Optional)

Cal Quarter (Optionaly

Calendar Year (Optional)

1 o |

1.  Enter your variable selections.

2. Enter an Organizational Unit hierarchy or select a hierarchy using the matchcode button. By
selecting the Department of Personnel hierarchy, the user is also selecting all organizational units
that are a part of the Department of Personnel hierarchy.

3. Click the OK button.

Result: HRM Percent Employees Receiving Overtime report is displayed.

Section 6:, General Topics Running BW/BI Reports from HRMS Portal 45



Defining Variables: HRM Formal Disciplinary Action Taken

REINFORCE PERFORMANCE - Number/type
of Disciplinary Actions

Definition: Number of disciplinary actions
per type: Dismissal,

Demotion, Suspension, and Salary
Reduction*.

To define the HRM Formal Disciplinary
Action Taken report variables:

Variable Entry
Available Variants: - | SAVE || Save As... || Delete | Show Wariable Personalization
General Variables
Wariable & Current Selection Description
Organizational Unit Hierarchy
Perzonnel Area - Select (Optional)
Job - Muttiple (Optional)
Calendar Manth (Optional)
Cal Quarter (Optionaly
Calendar vear (Optional)

o
AT el Tir

ol || Phect
[ ) ek Ll

1.  Enter your variable selections.

2.  Enter an Organizational Unit hierarchy or select a hierarchy using the matchcode button. By
selecting the Department of Personnel hierarchy, the user is also selecting all organizational units

that are a part of the Department of Personnel hierarchy.

3. Click the OK button.

Result: HRM Formal Disciplinary Action Taken report is displayed.
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Defining Variables: HRM Sick Leave

Variable Entry

DEPLOY WORKFORCE - Sick Leave Usage - Used and
Earned, Average vs. Actual

Available Variants: J Save | Save As.. | Delete | Show Variable Personalization
Definition: On the average, what percent of sick leave General Variables
earned/is used: (a) per capita; and (b) for just those LTI Current Selection Description

0 Organizational Unit Hierarchy
employees who used sick leave . _
Perzonnel Area - Select (Optional)

To define the HRM Sick Leave report variables: dob - Huliple (Cptional)
Calendar Month (Opticnal)
Cal Quarter (Optional)
Calendar “ear (Optional}

OK || Check

o

1.  Enter your variable selections.

2. Enter an Organizational Unit hierarchy or select a hierarchy using the matchcode button. By
selecting the Department of Personnel hierarchy, the user is also selecting all organizational units
that are a part of the Department of Personnel hierarchy.

3. Click the OK button.

Result: HRM Sick Leave report is displayed.
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Defining Variables: HRM Diversity Profile

ULTIMATE OQUTCOMES - Workforce & Diversity

Prof-i le Variable Entry

Definition: Percentage of the workforce in

prOteCted groups. Available Variants: + | Save || Save As... || Delete | Show Variable Personalization
To define the HRM Diversity Profile report General Variables

variables: Variable 2 Current Selection Description

Organizational Unit Hierarchy
Perzonnel Area - Select (Optional)
Job - Muttiple (O ptional)

Calendar Month (Optional}

Cal Quarter (Optionaly

Calendar Y'ear (Opticnal)

[ o g

1.  Enter your variable selections.

2.  Enter an Organizational Unit hierarchy or select a hierarchy using the matchcode button. By
selecting the Department of Personnel hierarchy, the user is also selecting all organizational units
that are a part of the Department of Personnel hierarchy.

3. Click the OK button.

Result: HRM Diversity Profile report is displayed.
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Hn Defining Variables: HRM Diversity Profile by Ethnicity

ULTIMATE OQUTCOMES - Workforce & Diversity

Profile/Ethnicity Profile Variable Entry

Definition: Percentage of workforce by ethnic

group Available Variants; + | Save || Save As... || Delete | Show Variable Personalization
To define the HRM Diversity Profile by Ethnicity General Variables

Report variables: Variable Current Selection Description

Organizational Unit Hierarchy
Perzonnel Area - Select (Optional)
Job - Muttiple (O ptional)

Calendar Month (Optional}

Cal Quarter (Optionaly

Calendar Y'ear (Opticnal)

[ o g

1.  Enter your variable selections.

2.  Enter an Organizational Unit hierarchy or select a hierarchy using the matchcode button. By
selecting the Department of Personnel hierarchy, the user is also selecting all organizational units
that are a part of the Department of Personnel hierarchy.

3. Click the OK button.

Result: HRM Diversity Profile by Ethnicity report is displayed.
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Hn Defining Variables: HRM Percent Age Distribution

ULTIMATE QUTCOMES - Workforce & Diversity

Profile/Age Profile Variable Entry

Definition: Percentage of all employees and of

WMS by age groups. Available Variants: + | Save || Save As... || Delete | Show Variable Personalization
To define the HRM Percent Age Distribution General Variables

Report variables: Variable £ Current Selection Description

Organizational Unit Hierarchy
Perzonnel Area - Select (Optional)
Job - Muttiple (O ptional)

Calendar Month (Optional}

Cal Quarter (Optionaly

Calendar Y'ear (Opticnal)

[ o g

1.  Enter your variable selections.

2.  Enter an Organizational Unit hierarchy or select a hierarchy using the matchcode button. By
selecting the Department of Personnel hierarchy, the user is also selecting all organizational units
that are a part of the Department of Personnel hierarchy.

3. Click the OK button.

Result: HRM Percent Age Distribution report is displayed.
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Defining Variables: HRM Turnover

ULTIMATE OUTCOMES - Turnover rates and types Hanebie Entty

Definition: Percent of employee turnover by type

(Retirement, Resignation, Dismissal, Other, To Available Variants: ~ [Save] [Save As...| [ Dekete | Show Variable Personalization
Another Agency®). S Varabica

To define the HRM Turnover report variables: Variable Fr— S

Organizational Unit Hierarchy
Perzonnel Area - Select (Optional)
Job - Muttiple (O ptional)

Calendar Month (Optional}

Cal Quarter (Optionaly

Calendar Y'ear (Opticnal)

[ o g

1.  Enter your variable selections.

2. Enter an Organizational Unit hierarchy or select a hierarchy using the matchcode button. By
selecting the Department of Personnel hierarchy, the user is also selecting all organizational units
that are a part of the Department of Personnel hierarchy.

3. Click the OK button.

Result: HRM Turnover report is displayed.
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